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Sorting

Chapter 20 Sorting and Filtering Data

You can sort data in your spreadsheets pretty much anyway you want: by one or more columns,
ascending or descending, or even by specific sort orders you set up yourself.
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Quick Sort

1

Select all the data you want to sort. This will sort data only by the first column, but you need to
select all the columns to be sure the data stays together correctly.

2 Click the A-Z or Z-A quicksort icon.
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Format  Tools

Data  ‘Window Help
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3 The data will be sorted.
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Sorting Using the Sort Window
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Here’s the best way to sort basic data. Let’s say you’ve got a big list of names and you’d just like

to see them in alphabetical order so it’s easier to use.

1 Select all the data you want to sort, including the headings. This will make it easier to
specify which columns to sort by. Select just the data to sort, not the whole sheet.

Choose Data > Sort.

In the Sort window, select the column to sort by, and whether you want to sort in Ascending

(A to Z or 1 to 10) or Descending order.

sort x|

Sort Criteria IOptiDns |

Sort by
@ ascending

- undefined - ¢ Descending

Th Firstname:
Lastname

addross @ ascending

" Descending

State
Th Postalcode

& pscending

- undefined - j " Descending

=

Cancel I Help I Reset

4  Click the Options tab and mark the Range Contains Column Labels option.

Sork Criteria Options |

¥ Range contains coluynn labels
nclude formats

™ Copy sort results to:

I— undefined - j I
[~ Custom sort order

ISun,MDn,Tue,Wsd,Thu,FruSat j

Language: Options

= =

IDeFauIt

|

Direction
¢ Top bo bottom (sort rows)
™ Left ta right {sort columns)
Data area: $C$9:$HEL3 (unnamed)

=

Cancel Help Reset

5 Click OK.
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Sorting Left to Right

Sometimes the categories you want to
sort by are on the vertical axis, in rows,

as in this example. The sorting process

is similar to the standard top-to-bottom

approach; you just need to specify that

you’re sorting left to right instead of

top to bottom.

1 Select the data you want to sort,

including the headings.

A [ B I E D [ E [
1 {2002 Working Knowledge Salespeople Sales Figures
2
3 |Broken down by genre
N
(= Genre Gutenbery Hanson Lundsverk Martin )
N UTTTATTLE T - Ay B .0 B ju|up )
7_|History $223.00 $889.00 $2,990.00) $900.00
8 IScience
Fiction $2,004.00 $5,990.00 $4,094 00| $5,500.00)
9 Humaor $2,005.00 $5,899.00) $4,022.00 $6,778.00)
10 Fiction and
Literature $45,566.00 $6,990.00) $6,678.00) $1,344.00)
1 amen's
Studies $2448.00]  $24,467.00 $2,611.00 $56,678.00)
12_|Religion $120.00 $399.00 $1,122.00) $1,240.00)
13 |Self Help $2,955.00 $6,793.00) $6,688.00) $7,655.00)
14 |Relationships $5,667.00 $5,388.00) $9,844.00] $8,002.00]
16 [Totals $62,340.00  $65,132.00 $41,039.00 $90,997.DD)

Choose Data > Sort.

In the Sort window, click the
Options tab.

Select the options shown: select Left to Right (Sort Columns) to specify left-to-right sorting,

and also mark the Range Contains Row Headers option to indicate that the first column of data

is headers, not data to be sorted.

Sort
Sort Criteria Optiunsl
™ Case sensitive
I Range contains row headers
¥ Include formats

r Copy sort results to:

I- undefined -

™ custorn sort order

=] |

[5un nion,Tue, wed, Th,Fri,sat

Language

Optings

[peraut

=

Direction
" Top to bottom (sort rows)
& i eft to right (sort columns)

Data area: $4$5:51W§16 (unnamed)

OK I Cancel

Help

Reset

5 Click the Sort Criteria tab.
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6 Select the normal sort options; the row to sort by and Ascending or Descending.

Sort
Sort Criteria | Optians |
Sort by
@ ascending
:
Science Fiction ;I Desrending
Hurmor
Fiction and Literature
Women's Studies  Ascending
Religion " Descending
3elf Help
Th Relationships @
Row 15
_Z iy
— O Descending

0K I Cancel Help Reset

7 Click OK.

8 The data will be sorted from least to greatest (ascending) total sales.

A [ E [ c | D | E |
1 (2002 Working Knowledge Salespeople Sales Figures
2
3 |Broken down by genre
il
5 Genre Lundsverk Gutenberg Hanson Martin )
?Wm—mm s L R VR AR
7 Histary $2 930.00 $223.00 $889.00 $900.00
a Science
Fiction $4,094.00 $2,004.00 $8,990.00 $5,500.00
9 Humor $4,022.00 $2,005.00 $5,839.00 $6,778.00
1p [Fiction and
Literature $6,670.000  $45,566.00 $8,990.00 $1,344.00
1 omen's
Studies $2611.00 $2.448.00 $24 467.00 $56,678.00)
12_|Religion $1,122.00 $120.00 $399.00 $1,240.00
12 _[Self Help $6,688.00 $2,955.00 $6,793.00 $7 /55.00
14_|Relationships $9,844.00 $5,667.00 $5,388.00 $8,002.00
(15 Totals $41,039.00  $62,340.00 $65,192.00 $90,99?.uu)

Sorting Using Two or More Columns as Criteria

Sometimes you need to sort by two or more columns to get the data in the order you need. If you
have, for instance, 5000 names of the people in your company, with three locations, you probably
want to sort the employees first by location. However, then you have at least 1000 people at each
location, in no particular order. To make the data easier to read, sort first by the location, and then
by last name.

1 Select the data including headings.
2 Choose Data > Sort.
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3 In the Sort Criteria tab, select to sort by up to three columns.

Sort
Sort Criteria | Optians |
Sort by
@ ascending
City j
I " Descending
Then by

@ ascending

" Descending

Then by

& ascending

- undefined - hd
J " Descending

0K I Cam[e\l Help | Reset |

4  Click the Options tab and make sure the Range Contains Column Labels is marked.

5 Click OK. The data will appear sorted as you specified.
Sorting Using Months and Weeks

You can sort alphabetically or by numbers but you can also sort based on other things that have a
particular order like the days of the week or months.

1 Select the data including headings.

2 Choose Data > Sort.

3  Click the Options tab; you’ll see the option to sort by other information.
4  Select the Custom Sort Order to use.

ot x|
Sort Criteria Optiunsl
I Case sensitive
¥ Range contains column labels
¥ Include formats

I~ Copy sort results to:

I- undefined - j I

W Custom sort order

Sun,hMon, Tue, Wed, Thu,FriSat
LE"Sunﬂay,!\.ﬂnm:lay',TuEsﬂay,WEﬂnesn:lay,ThursI:Iay,Frmay,‘iatun:lay
IEJanJFeDJMarJAprJMayJunJ Aug,Sep,Oct, Mo

|an

Direction

' Top to bottom (sort rows)
€ Left ta right (sart columns)

Data area: $B$4:$C$27 (unnamed)

[s]'§ I Cancel Help Reset

5 Select the Range Contains Column Labels option.
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6  Click the Sort Criteria tab and choose to sort by the column containing data corresponding to
the sort you chose in the other tab.

O E

Sort Criteria | Qptions |

Sort by

' ascending
Pu

u -/ .
- undefined - Descending
Th Book
% @ ascending

I- undefined - hd

" Descending

Then by

& gscending
I- undefined - i
 Descending

[s]'§ I Cancel Help Reset

7 Click OK.

Creating Your Own Sort Order

You can automatically sort by month or day of the week because OpenOffice.org comes with
these custom sort orders already set up. You can set up similar sort orders that contain whatever
you want. To create your own sort order, see Quickly Entering Months, Days, or Anything You
Want With Sort Lists on page 277.

Filtering

There are a couple ways to do filter out data so that you see only what you want: a quick simple
autofilter that’s often good enough as is, and the filter you can define the way you want.

Using the AutoFilter
Here’s what the autofilter looks like.

A E c D E F -
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3 Jane Foberts M01 1st Str Fargo D 58567
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%Mark parston 1g;§0\’\éNmm Fotiand [+ Fistname  [¥lLastname  [®laddress iII [thtate [ElPostcode  [3[ |
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e Fichter ?{gﬁ‘:; Avenus fPilings 7 lsteve arner est - Standard - o] 20202
7 Istewe armer Bst Boulder 1 [£23 Westwood VE“T“‘;’;:W
| & [simon ohnson iz Main St Fargo | |Stephanie Mindrum Drive o] 80302
3 |sin ohnzon 12 wain st Paortiand | 15 Lennifer [Olson 145 Ludiow Fargo -C 80302
10 [Doug Barqum b Warking War Fargo 16 _|Marcus lacobson 45 2nd Str K alispell o] 80302
23 Westwood 20 _|Gunhild Hansan 7 Roberts Awe. |Portland o 50302
Lsteghame Mindrum [Drive Boulder 24 |6 Wwest County
12 et Bates [B66 W 7th Billings Bryan fTogerson, Line Rd o 503024
13_|Michelle Fortnum s working W ’ngen 29 |Kirsten Hanson 15 :‘Azrl;'éﬁz Dr SiS] 80302
1¢_Don Barton 45 Ludiow ‘Ka‘EL 0 [Tessa Mansan Parkua: [Eoulder CO 80302
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Let’s say that you’ve got an enormous list of people in a spreadsheet, and you just want to see the
ones from a particular town. That’s a good example of when to use the autofilter. Autofilter lets you
pick one value for a column, like “Boulder” for the City column, and view the rows in that
spreadsheet with “Boulder” in the City column.

1 Choose Data > AutoFilter.

2 Dropdown arrows will appear at the top of each column. This means you can restrict what you

see in the spreadsheet to rows with a particular value.

A | B | C | D | E F [ =
| 1 |Firstname  [¢[Lastname  [s|Address [zlcity [t[state [z]Postcode  [3]
L 2 |Jane Foberts 101 1st Str Fargo 1] SESEY

. 90122 105th
Lo Mark Crowe Avenue Kalispell MT 53301)
L4 |Stan Marston 1058 W Ninth Billings MT 57788
| 5 |Kathy Hanson 910 Harrison Or  Portland OR. 90033
. 78 Weast County
|~ |Bryan Togerson Line Rd Boulder co 80302
L 7 |Simon Johnson 12 Main St Fargo MND 56567
| & |Don Earton 445 Ludony Kalispell WAT 59901 |
L9 |Jeff Bates 366 W 7th Billings MT 57788
L 10 |Jenna Curlioner 88 E 105th Portland OR. 90033
944 badison
3 Click and hold down the arrow and select a value.

City H

- Standard -

- Top 10 -

Billings

Boulder

Fargo

Kalispell

Portlgnd k

4 The spreadsheet will filter out everyone except the rows with that value.

A B C D E F
1_|Firstname *|Lastname *|Address *|City +|State [#|Postcode +
9 90122 105th

Mark Crowe Ayenue Kalispel MT 59901
8 |Don Earton 445 Ludlow Kalispel MT 59901
08 455 Reserve

Eeth Jerlin Dirive Kalispel MT 59901
27 _|Michelle Fortnum 39Working Way  Kalispell MT 59901
29 [Tracy Falude 1 Working Way  Kalispell MT 59901

5 To go back to showing all, click and hold down on the column’s arrow (blue now) and choose

All.

6 When you’re done, choose Data > Filter > AutoFilter again to turn off the filter.
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Note — If you leave an autofilter selection like just Kalispell within the State column, then make
another selection in another column like Last Name or State, you'll see only records for items that
meet all the criteria. This means you'll see far fewer records than you want, typically.

Creating a Standard Filter

The autofilter works great for some situations, but sometimes you want something a little more
complicated. With the autofilter you can just select one value for a column (or the top 10). What
if you wanted to just show records for a value that is above a particular level; say, all the invoices
for $100 or more? Or you need to view all the records for invoices you’ve submitted to Frye’s,
Best Buy, or Circuit City. You can’t do that with the autofilter, so it’s time to create your own
filter.

Let’s say you’re still working with the same spreadsheet as before. You need to narrow down
your spreadsheet to people who are from Boulder or from Kalispell, and who have been with the
organization at least five years.

1 Select all the cells containing data, including the headings.

2 Choose Data > Filter > Standard Filter.

3 The Standard Filter window will appear.
q

Fill in the first row with your first criteria, listing the column, the operator (equal to, greater
than, etc.), and the amount to compare values to.

x| This condition
Filter criteria ok says “Show me
Operator Field name Condition Walue I_I

all the records
[vears of service =] [>= =lJs e people who

| =] rone- - =il [-| e | have five or more
| = | rore - = F = [~ | poe ¥ | years of service.”

5 Enter additional filters, if necessary. Select And or Or, depending on whether they are
combined or independent.
These conditions
now say “Show

x|  meallthe people
Filter criteria p— | who’ve been
Operator Field name Condition Yalue here five years
I\"ears of Service j |>= j |5 j Cancel | or more, and
JaniD = ety =l | [Bouider who are from
Jor =l Jery =l | [katispen either Kalispell
or Boulder.”

6 Click OK. The data meeting the criteria will appear in your spreadsheet.

7 To remove the filter, choose Data > Filter > Remove Filter.



